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Introduction

This guide is for Primary Servicers to use when accessing the Internal Controls Questionnaire (ICQ) in
the Multifamily Eligibility System (MES).

If you have any questions, please send an email to the Multifamily Eligibility mailbox.
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ICQ Webform Option

1. Access the MES site. From the homepage, select “ICQ” then select “Due.” The ICQ that is due
will populate in this column.

)
FreddieMac ‘ Multifamily Eligibility System

Pre Securizstion Anenal et [+) Cljent - 1CQ - Due

Insurance =
Custodial | B

") Drag a column header and drop it here to group by that column

=]
ica 5 ‘gmmmhw © Clear Filters & Download Horizontal ¢ Download Vertical
= ] [] Menu Counterparty Name Due Date Status Returned On Extension Granted  FM Last Saved By FM Last Saved On
Complete
ams @ | | m | o | m | m L4
Upload [x] O = Greystone Servicing Company LLC 1171672020 Due 1171872020 Theekshana Jayakady - Covius  04/29/2020
Training EJ -

W 4[1]» | M Page|1]of1 Go| P [ 1| Change
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2. Right click the S/S name and select View/Edit ICQ Details.

-~
FreddieMac | Multifamily Eligibility System

Pre Securidzation foeual Gt [+] Client - 1CQ - Due

Insurance &)

Custodial - -
_ . Drag acolumn header and drop it here to group by that column

C]
Ka A @ Export to Excel @ Clear Filters ¢, Download Horizontal ¢ Download Vertical
|

b Menu C Name Due Date Status. Returned On Extension Granted FM Last Saved By [FM Last Saved On

Complete
= [ — — — ] — ] — i — ]
Uplead El i 0
Tanng @ Submit to Freddie Mac

=
i gy o View/Edit ICQ Detaik nge |
E— " View/Atiach Documents
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3. The web-based form will appear and be prepopulated with the prior year’s data, if available.
Note: This page may open in a different tab.

lcabetsls  [4]|CQ Details - Review Form
Review Form

| Documents  Navigateto [Overall Control Environment v Print Form
Notes Client

i H‘ m"“' 'CQS _ Please attach additional text in a word or pdf document with the ICQ question referenced within the document if needed.
Audit

i. File Naming Convention: Section.QuestionNumber
ii. Example: Overall Control Environment.2

Overall Control Environment

1A. What steps have been taken to segregate the production, underwriting, servicing, and accounting functions?

Attached

1B. Please provide high level org chart to indicate divisions amongst business functions.

N/A

2. Do you have any affiliates or subsidiaries?
If applicable, please list the subsidiary and the function(s) performed.

®ves ONn
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4. The Navigate to feature allows the user to jump to various sections within the ICQ.

A
| 5‘() € https://multifamily-mes.covius.com/mainpopuppage.aspx?id=7651ef5d-8172-4626-97ca-9729ad 1d 1he0

o p= D

lepels  [4)1€Q Details - Review Form
Review Form
Documems avigate to [Overall Control Environment Print Form

Notes

_ Please attach additional text in a word or pdf document with the ICQ question referenced within the document if needed.

i. File Naming Convention: Section.QuestionNumber
ii.  Example: Overall Control Environment 2

Overall Control Environment

1A What steps have been taken to segregate the production, underwriting, servicing, and accounting functions?

Attached

1B. Please provide high level org chart to indicate divisions amongst business functions.

NIA

2. Do you have any affiliates or subsidiaries?
If applicable, please list the subsidiary and the function(s) performed.

®ves ONA

Yes|
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5. As you scroll and complete the form, the Save button will appear. Save the form as needed so
that you do not lose your information.

()| © hitps:/multifamilly-mes covius. inpop 7id=7651ef5d-8172-4626-97ca-9729ad1d1bel - BCO Serch. L~ My
S MES x|0
Attached ~
6. Do you currently have business functions overseas? If 50, please Iist.
@ ves O Mo

Aftached

Do you use any vendors that rely on averseas personnel?
1750, how do you ensure continued data security?

@ Yes O No
Attached

7. How do you ensure that training s sufficient for new hires?

Attached

6. Once all the sections have been completed and saved in web-form, return to the MES ICQ main
page.

”~
FreddieMac | Multifamily Eligibility System

PreSecuritieation Anmual Cert [+ Client - 1€Q - Due

Insurance E]
gean '1] Drag a column header and drop it here to group by that column
(2
Ica [+ ¥ Bpottobxel @ Clearfiters o Downioad Horzontal o Downioad Vertical
L
e Menu G Name Due Date Status Returned On Extension Granted  FM Last Saved By FM Last Saved On
Complets
— g | | m | i | W B a
Upload v
e LJ @ Submit to Freddie Mac
raining B
Ot Formes :j a1 )2 | Veranicaems hange |
| View/Attach Documents
(&) togout () 2016 Covius
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1. From the home screen, click on “ICQ”, select “Due”, then the Servicer. Select Download
Horizontal.
FreddieMac | Multifamily Eligibility System

Pre Securitization Anewal Cert_ [+] Client - 1CQ - Due
Insurance |:J
Lﬁj Drag a column header and drop it here to group by that column
icq |;J @&punmam QUaarﬁltﬂsIgmwnbadﬂcrimnnIIgDMloade
| 5 ]um.r Name | [ mes = % - o @
Complete =
s o \ Pop Up ICQ - Download ICQ Template

1= A
] [ Greystone Senvicing Cl SNNTASSEETAN & FileUitimate (unlicensec) - Purchase a license - H
ometynaipit || IR rc| R i Bseeca
L= (& E - Select none
e | Gen AEY P imen seection
S = e Open  Com... Select

4 . > DownloadiCQTemplate & Search DownloadiCQTemplate  °

 DownloadICQTemplate

[g Logout
X

1CQ Bulk Upload

2. Open the template and complete the ICQ in the Excel form. Seller/Servicer name will appear in
2A. Note: Some responses have a drop-down for Yes, No or N/A.

m\ H % ¢ = 1cQ_Bulk_Upload_Template_04142020.xlsx - Bromium Secure View

=] X

File Home Insert Page Layout Formulas Data Review View Help 3 Share (0 Comments @
ENDHJ; Calibri - w E=2 2 [Bwepiet General i @ E &= = H= é %T /O
Paste . ] Conditional Formatas  Cell Insert Delete Format Sort & Find &

u - & A == @ny o . 0 )

- B IU-Z A EE BEMegen $ % 368 | fomatting- Table-  Styles~ R - € Fitar - Selact -
Clipboard = Font [ Alignment [ Number [ Styles Cells Editing -~
A3 v
A A B i D B -

Nai

1€Q Form

A S bl il il ]
3
]
o

Overall Control Environment 1A. What steps have been taken
to segregate the production, underwriting, servicing, and
accounting functions?

Overall Control Environment 1B. Please provide
high level org chart to indicate divisions amongst
business functions.

Overall Control Environment
2. Do you have any affiliates | If applicable, please
or subsidiaries?

®

B O O -—8—:-+ w0
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3. From the home screen, click on “ICQ” select “Due” then the Servicer. Select Download Vertical.

”~
FreddieMac | Multifamily Eligibility System

PreSeauitization Annwal Cert._ [+ Cljent - 1€Q - Due

Insurance lﬂ

Custodial = .
—  UJ Draga column header and drop it here te group by that column

Post itizatic lﬂ -

IQ @ Emmmﬂ @ Clear Filters & Download Hurimn'aII o Download Vertical l

!

D

LI ]uenur ty Name | [=] MES 5 % =0 @

Complete o
' e [ Pop Up ICQ - Download ICQ Template . "
= C Home  View FileUttimate (unlicensed) - Purchase a icense

Counterparty Bulk ICQ Update Esceca
[—— = - Select none

Training Documents 8 tovert selection

Other Forms = Select

4 . > DownloadiCQTemplate ®  |Search DownloadICQTemplate @
. DownloadiCQTemplate [
tg Logout
X
1€Q Bulk Upload
1 v
< >

4. Open the template and complete the ICQ in the Excel form. Seller/Servicer name will appear in
1C. Note: Some responses have a drop-down for Yes, No or N/A.

fle Home Insert Oraw Pageloyout Formulas Data Review View Help 0 Tell me what you want to do 4 Share I Comments
s | == = Autosum -
ng Calibri Ju e w | = ® 8 Wrap Text General - [EA @ @ = = E ér‘;a " 57 /O
Copy - " it~
Paste = = = Conditional Formatas Cell Insert Delete Format Sort & Find &
- A = . B € o .
- Fromatpainter | B 1 UL &4 S = | EMerge & Conter $-% 9| BA | raving- Table- Styles- - - & Clear Filter - Select -
Chptioard R Font : Alignment = Nurmber 3 Styes cels Editng ~
ca |8 i3 -~

A B £ 1 D E e
1 Company Name
2 Due Date L

Overall Control Environment 1A. What steps have been taken to segregate the production,
3 servicing, and

Overall Control Environment 1B. Please provide high level org chart to indicate divisions

4 |amongst business functions.

5 Overall Control Environment 2. Do have affiliates or subsidiaries?

6 _If applicable, pleasa list the subsidiary and tha function(s) parformed.
Overall Control Environment 3. if you currently d Freddie Mac

{8 =re the operations sspecate?

B If so, which shared?

9 Overall Control Environment 4. What internal audit, or control arein

10 Overall Control 5. Are any functions out or sub- d?
If 30, please list sub- and business How do you monitor sub-
servicer and vendor performance? brokers,

fee flood services,

11 insurance consultants, tax services, UCC tracking services, etc.) |
12 Overall Control Environment 6. Do you currently have business functions overseas?
13 If so, please list.
14 Do you use any vendors that rely on
15 If so, please list.

16 Owverall 7. How do v
17 ©verall Control Environment 8. What on; training is ed?
Overall 9. be y d hiring practices for new
18
19 Overall Control Environment 10A. Is the BCP plan tested annually? 3|

[ieafom [@ 30— :
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5. Save the completed template to your computer. To upload, follow the step in the screenshot
below.

-~
FreddieMac | Multifamily Eligibility System

Pre Securitization Annual Cet (-] Jpload - Counterparty Bulk 1CQ Update

Insurance B
i — L] Upload Data File
B et =) Select a data file to import. Supported File Types: Microsoft Excel (.xls and xIsx)
= o 1. Select
= g SelectFile Template [T v = |CQF ormBulkUpload
_ Counterparty Bulk 1CQ Update Data File i (e
Training (=) | 15 Data Transposed(vertical farmat)2_
roms -

3. Only click 4. Click 2. Click to select the

for vertical upload when template completed
upload done for upload

6. This is what the upload looks like when it is successfully completed. Click OK when upload is
completed. Please contact the Freddie Mac Audit Lead in the event of upload errors.

~
FreddieMac | Multifamily Eligibility System
PreSecurtization AmnuslCert (] Upload - Counterparty Bulk 1€Q Update
e
e
FPostSecurization (71" Selecta data fle to Import. Supported File Types: Microsoft Excel (s and xiss)
ica ‘:J
Contacts -
Der G Select File Template 1 ICQFormBulkUpdate hdl
Upload B
Counterparty Bulk ICQ Update Data File : Select [
o 2| ispata al format? <)
Training Documents Upload
Other Forms. - h
Validation Progress
100 % Completed
Impart Progress
100 % Completed
1 Rows Imparted.
File upload completed. oK

Click "OK" when
the upload is
completed
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7. To upload additional documents, click on “ICQ,” click on “Due” then right-click on the
Seller/Servicer and click View/Attach Documents.

FreddieMac Multifamily Eligibility System

Pre Securitization AmnuslCert () Client - 1€Q - Due
Insurance

Gl Draga and drop it here to group by that column
o B—
Ica &) ~ Exportto Excel @ Clear Filters ¢ Download Horizontal o Download Vertical
o & Menu Name Due Date Status Returned On Extension Granted  FM Last Saved By FM Last Saved On

(&) ogout () 2016 Covius.

8. Click on Upload and the upload files dialog will pop up. Click Add Files to add as many
documents as you’d like.

~ 5 mes % 5 = o @
FreddieMac Mu|| ICQ Details - Documents A
ICQ - Documents
PreSecuritization Anmazl Cert._[+] Clien
Mownce 0 [d)
Gooddl [ pwega
Post Securitization pa——
R Hoetssecin
Due E M
Completa
pet=
Upload B = Size Type
e —
Other Forms &
Drag and drop files and folders here.
Logout
[y e
v
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Review and Submission to Freddie Mac

1. Once the Excel document has been completed, submit the ICQ to Freddie Mac. Navigate to the
ICQ, “Due” tab and right click the Seller/Servicer name. Select Submit to Freddie Mac.

”~
FreddieMac | Multifamily Eligibility System

Presecuridustion Anmal Gt (3] Clignt - I1CQ - Due

Insurance ‘:J
Custodial (v]
‘1] Drag a column header and drop it here to group by that column
f =]
i@ B‘@upmmfml @ Clearfifters & Download Horizontsl o Download Vertica
e Menu Name Due Date Status Returned On Extension Granted ~ FM Last Saved By FM Last Saved On
Complete
' = = | | | ) W | | | T
Upload = e) eni / 2 Theekshana Jayakody - Covius )
raining =
W‘EJ wﬂ » w ‘0 View/Edit ICQ Details e
-
- | View/Attach Documents
Logout 9 2016 Covius

2. Training Documents such as the user manual or demonstration video will appear here.

”~
FreddieMac | Multifamily Eligibility System

Training Documents

—- Trainil
Custodial =) =
Post Securitization ]
= g Home  View FileUltimate (unlicensed) - Purchase a license
Due l = HH select al
— VA Sssenone
= = 5 invert selection
Uplosd [ e Open Select

Counterparty Bulk 1CQ Update A L > Training Documents © Scarch Training Documents @

_ Name Date modified Type Size
. Training Documents. Iy P

This folder is empty.

Oitems

n
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Definitions

Review Form — Allows you to review and edit the web-form. You can also navigate to different sections.
Documents — Allows you to upload documents in addition to the upload steps shown on page 8

Notes Client — Allows Freddie Mac to leave notes for counterparties or add any final comments
Historical ICQ — Allows you to view historical ICQs from prior years

Audit — Audit option allows tracking of activities in a certain record. For example, when a record is

changed from one status to another, the audit log tells you when the record was moved and by which
user.

MES INTERNAL CONTROLS QUESTIONNAIRE (ICQ) | MULTIFAMILY 13



